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History 

Landmark  Dates  That  Changed  the  Course  of  Human  Resources  in  the 
City  &  County  of  San  Francisco 

1900       Establishment  of  the  City  and  County  Civil  Service  Commission 

The  San  Francisco  Civil  Service  Commission  was  established  in  1900, 
simultaneously  with  the  establishment  of  the  merit  system  for  the  City  and 
County  of  San  Francisco.  The  San  Francisco  Civil  Service  System  was 
established  under  the  Freeholder  Charter  of  1900.  The  Civil  Service 
Commission  one  of  the  oldest  in  the  country,  pre-dated  only  by  just  a  few  years 
by  Chicago,  New  York,  and  a  few  other  Eastern  municipalities.  However,  San 
Francisco  has  the  oldest  civil  service  system  West  of  the  Mississippi. 

The  first  members  of  the  Commission,  which  up  until  1975  consisted  of  three 
members  were  P.  H.  McCarthy,  John  E.  Quinn,  and  Richard  Freud,  who  were 
appointed  by  Mayor  James  D.  Phelan  on  December  30,  1899.  The  Commission 
formally  organized  on  January  5,  1900,  with  the  election  of  Richard  Freud  as 
president.  The  first  competitive  examination  was  held  on  January  8,  1900,  and 
as  a  result,  Edward  F.  Moran  was  appointed  "Chief  Examiner  and  Secretary"  of 
the  Commission. 

The  Offices  of  the  Commission  opened  to  the  public  at  noon,  January  8,  1900, 
and  by  5:00  p.m.,  621  Laborers  applications  were  received  and  hundreds  of 
applications  for  examinations  were  issued.  The  next  examination  held  was  for 
Copyist.  Only  6  of  the  35  incumbents  qualified  for  permanent  appointment  and 
as  a  result  litigation  was  commenced  on  behalf  of  these  unsuccessful 
employees.  The  certification  Rule  in  1900  was  the  Rule  of  Three. 

It  is  interesting  to  note  that  the  salary  of  Civil  Service  Commissioners  in  1900 
was  $100  per  month,  the  same  salary  today. 

1932       Charter  Reform 

•  Enlarged  the  scope  of  duties  of  the  Civil  Service  Commission 

•  Gave  greater  powers  to  the  Civil  Service  Commission  to  enforce  its  rulings 
and  included  the  following  important  components 

Control  of  the  classification  plan; 

Minimum  numbers  of  exempt  positions; 

Provisions  for  practical,  free  and  competitive  examinations; 

Approval  of  payrolls; 

Certification  of  highest  person  on  the  list; 

Persons  appointed  subject  to  a  six  months  period  probation; 

Judgement  of  Civil  Service  Commission  on  appeals  is  final; 

Prohibition  of  political  activity; 

Central  control  to  assure  the  unhampered  operation  of  the  merit  system. 
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Purpose  and  Function 

Civil  Service  Commission 


The  Civil  Service  Commission  is  charged  by  Charter  with  the  duty  of 
providing  qualified  persons  for  appointment  to  the  service  of  the  City  and 
County. 

The  Commission  consists  of  five  members  appointed  by  the  Mayor, 
for  six-year  terms.  Not  less  than  two  members  of  the  Commission  must  be 
women. 

The  Commissioners  when  appointed  must  take  an  oath  and  file  in  the 
office  of  the  County  Clerk  the  following  declaration:  "I  am  opposed  to 
appointments  to  the  public  service  as  a  reward  for  political  activity  and  will 
execute  the  office  of  Civil  Service  Commission  in  the  spirit  of  this 
declaration." 

The  regular  meetings  of  the  Commission  are  open  to  the  public  and 
held  at  such  a  time  as  will  give  the  general  public  and  employees  of  the  City 
and  County  adequate  time  within  which  to  appear  before  the  Commission 
after  the  regular  daily  working  hours  of  8:00  a.m.  to  5:00  p.m. 


ORGANIZATION  STRUCTURE 


Organization  Chart 


Civil  Service  Commission 

Karen  Clopton,  President 

Rosabella  Safont,  Vice  President 

Donald  A.  Casper,  Member 

Morgan  R.  Gorrono,  Member 

Adrienne  Pon,  Member 


Executive  Officer 

Kate  Favetti 


Employee  Relations 
Ordinance  Administrator 

Sheldon  Martin 


Assistant  Executive 
Officer 

Anita  Sanchez 


Labor  Negotiator 

Gene  R.  Rucker 


Executive  Secretary 

Lizzette  Henriquez 


Appeals  Coordinator 

Gloria  Sheppard 


Administrative  Staff 
Assistant 

Elizabeth  Garcia 
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Rules  and  Articles 

Important  Points 

(Not  all  Inclusive) 

Rule  1  -  Authority  and  Purpose 

Amendment  of  Rules 

Requires  posting  of  proposed  amendments  to  the  Civil 

Service  Commission  Rules  for  10  days 

No  change  in  Rules  affects  a  case  before  the  Civil 

Service  Commission 

In  the  event  of  an  adverse  decision  in  a  legal  action,  the 

City  Attorney  shall  appeal  through  and  to  the  highest 

court  for  final  decision  unless  otherwise  ordered  by  the 

Civil  Service  Commission. 

Rule  2  -  Definitions 

Important  terms  used  throughout  the  Rules  and  in  everyday 
employment  and  merit  system  situations. 

Rule  3  -  Equal  Employment 
Opportunity 

•  Contains  City  policies  on 

Equal  Employment  Opportunities 

Affirmative  Action 

Affirmative  Action  Plan 

Language  Diversity 

Employment  of  Persons  with  AIDS,  HIV,  and 

AIDS  -  Related  Conditions 

Sexual  Harassment 

Prohibition  of  Slurs 

Employment  of  Persons  with  Disabilities 

Prohibition  of  Retaliation 

•  Discrimination  Complaint  Procedures 

Rule  4  -  Administration 

Election  of  Officers  (President  and  Vice-  President)  at 
the  first  meeting  in  June 

Defines  the  Duties  of  the  President,  Vice-President  and 
Executive  Officer 

Rule  5  -  Meetings  and  Hearing  of 

the  Commission 
Article  I:  Meetings 

Article  II:  Hearings  and  Hearing 
Procedures 

•  First  and  third  Mondays  of  the  month  at  2  p.m.  in 
Room  416  in  City  Hall; 

•  All  meetings  are  public; 

•  Special  meetings 

•     Closed  or  Public; 

•  Communications  must  (e-mail  no  accepted)  be  filed  in 
the  Civil  Service  Commission; 

•  Robert's  Rules  of  Order  (latest  edition).  Guide  CSC 
procedures; 

•  Quorum:  majority  of  all  members;  concurrence  of 
majority  necessary  for  action; 

•  Appeal  of  Human  Resources  Director's  or  Executive 
Officer's  action 

Examination:  before  12  noon  on  the  fifth  working 
day  following  the  postmarked  mailing  date;  Action 

•  Reallocations  become  effective  when  vacant  or  earlier 
when  is  mutual  agreement  with  the  recognized 
employee  organizations. 

•  Appointing  Officer/Department  Head  may  make 
temporary  out-of-class  assignments.  Must  be 
documented  and  filed  in  employee's  personnel  file  to 
be  considered  is  credit  for  experience  in  examination. 

•  Employees  have  rights  to  a  position  but  not  an 
assignment. 

•  The  Human  Resources  Director  determines  status 
rights,  subject  to  appeal  to  the  Civil  Service 
Commission. 

Rule  10  -  Examination 

Announcements 
and  Applicants 

Article  I:  Equal  Employment 
Opportunity  Policy 

Article  II:  Examination 

Announcements 

Article  III:  Applicants 

Article  IV:  Applications  and 
Notice  of 
Examinations 

Article  V:  Qualifications  of 
Applicants 

•  City's  policy  on  outreach  and  recruitment  to  achieve  a 
work  force  that  is  fully  reflective  of  the  multicultural, 
ethnic  and  gender  diversity  of  San  Francisco. 

•  Examination  announcements  are  the  official  notice  of 
the  examination  have  the  force  and  effect  of  Law. 

•  Exam  announcements  may  be  appealed  to  the  Civil 
Service  Commission;  Reissued  announcements  are  not 
subject  to  appeal;  Corrected  Announcements  for 
clerical  errors,  misprints  and  incorrect  wording  not 
appealable. 

•  Applicants  must  possess  and  maintain  qualifications. 

•  Experience  obtained  outside  the  employee's  class  must 
be  recorded  in  accordance  with  Civil  Service 
Commission  Rules,  Policy  and  Procedures. 

•  Slight  variations  in  the  Rules  applicable  to  the 
Uniformed  Ranks  of  the  Police  and  Fire  and  employees 
represented  by  TWU  Locals  200  &  250A. 

•  Refer  to  Volume  II  -  Rules  Applicable  to  the 
Uniformed  Ranks  of  the  Police  Department. 

•  Refer  to  Volume  III  Rules  Applicable  to  the  Uniformed 
Ranks  of  the  Fire  Department. 

Rule  1 1  -  Examinations 

Articles  I:  Examination  Provisions 

Article  II:  Examination  Process 

Article  III:  Veterans  Preference  in 
Examinations 

•  Policy  on  Affirmative  Action  and  Equal  Employment 
Opportunity  Related  to  the  conduct  of  Examinations. 

•  Requires  competitive  examinations. 

•  Provisions  for  apprenticeship  programs  and  utilization 
of  roster  of  eligibles  established  by  a  trade,  craft  or 
joint  apprenticeship  committee. 

•  No  charge  for  exams. 

•  Cut  off  passing  score  once  established  shall  not  be 
changed:  Needs  of  the  service  equal  employment 
opportunity,  principles  and  affirmative  action  goals 
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Refer  to  Volume  II  -  Rules  Applicable  to  the 

Uniformed  Ranks  of  the  Police  Department. 

Refer  to  Volume  III  Rules  Applicable  to  the  Uniformed 

Ranks  of  the  Fire  Department. 

Establishes  an  "Eligible  List"  called  a  holdover  roster 

for  persons  laid  off  and  eligible  to  return  to  duty. 

Placed  in  rank  order  according  to  seniority. 

Refusal  to  return  to  duty  in  some  departments  and  class 

from  which  laid  off  constitutes  a  resignation. 

May  refuse  offer  of  return  to  duty  to  a  different 

department. 

5  year  eligibility  period. 


Rule  13  -  Certification  of  Eligibles 

Article  I:  Personnel  Requisitions 

Article  II:  Certification  Rules  for 
Employees  Covered  by 
Article  II 

Article  III:  Certification 

Article  IV:  Selective  Certification 
of  Certified 
Temporary  Employees 

Article  V:  Administration  of 
Certifications 

Article  VI:  Classes  for  Which  the 
Rule  of  Three  Scores  is 
Used  Exclusively 


Rules  of  Three  Scores 

•  The  names  of  the  three  highest  scores  available  for 
appointment. 

•  The  certification  principle  applied  is  the  number  of 
requisitions  plus  two. 

Expanded  Certification  Rule 

•  City  policy  on  Selection. 

•  Certification  of  Eligibles  beyond  the  Rule  of  Three 
Scores. 

•  Applies  to  Municipal  Executives  Association, 
unrepresented  employees,  and  Local  21  -  SFAPP 
only. 

•  SEIU  and  Local  21  (except  SFAPP)  require  mutual 
agreement  every  six  months  to  mutually  agree  on 
expanded  certification. 

•  "Craft"  classifications  (listed  in  Article  rV)  require 
mutual  agreement. 

•  Uniformed  Ranks  of  the  Police  Department  have 
"Rule  of  the  List"  for  all  entrance  classes  and  Rule 
of  Three  Scores  for  Promotive  Classes  except  in  the 
event  of  adverse  impact  the  Human  Resources 
Department  is  authorized  to  expand  the 
Certification  Rule. 

•  Uniformed  Ranks  of  the  Fire  Department  have  an 
expanded  Rule  for  entrance  classes  and  Rule  of 
Three  Scores  for  Promotive  Classes.  In  the  event 
of  adverse  impact  the  Human  Resources 
Department  is  authorized  to  expand  the 
Certification  Rule. 

.     Does  not  apply  to  TWU  Locals  250A  and  200. 
Rule  of  One  procedure 

•  Utilized  in  very  specific  circumstances  as  required 
by  the  Rules,  court  order  or  Law. 


Reinstatement: 

•  An  employee  may  be  reinstated  to  a  position  in  the 
former  class  in  which  the  probationary  period  has  been 
served,  provided  there  is  a  vacancy  and  the  appointing 
officer/department  head  approves. 

•  New  probationary  period  if  reinstated  to  the  different 
department;  none  if  to  the  same  department. 

•  May  reinstate  following  transfer  and  before 
probationary  period  completed. 

•  Slight  variations  in  the  Rules  applicable  to  the 
Uniformed  Ranks  of  the  Police  and  Fire  and  employees 
represented  by  TWU  Locals  200  &  250A. 

•  Refer  to  Volume  II  -  Rules  Applicable  to  the 
Uniformed  Ranks  of  the  Police  Department. 

•  Refer  to  Volume  III  Rules  Applicable  to  the  Uniformed 
Ranks  of  the  Fire  Department. 

Reappointment: 
Eligibility 

Resignation  -  services  satisfactory 

Complete  probationary  period  successfully 

Vacancy  must  exist 

Appointing  Officer/Department  Head  must  approve. 
Must  be  reappointed  within  4  years;  2  years  for 
Uniformed  Ranks  of  Police  and  Fire. 
Seniority  does  not  carry  forward. 
Sick  Leave  credits  returned  if  reappointed  within  6 
months;  Vacation  ratio  returned  if  reappointed  in  6 
months. 
Transfer: 

•  General 

•  Must  successfully  complete  probationary  period 

•  Must  give  15  working  days  notice 

•  Must  complete  new  probationary  period  in  new 
department. 

•  Reduction  in  Force  Due  to  Technological 
Advances,  Automation,  or  the  Installation  of  New 
Equipment. 

•  Must  have  successfully  completed  the 
probationary  period  and  subject  to  layoff  due  to 
automation,  technological  advances  or 
installation  of  new  equipment. 

•  Transfer  to  position  in  a  class  not  more  than  5% 
increase  in  compensation  (compare  step-to-step 
NOT  by  salary  schedule) 

•  Seniority  carries  forward. 
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Rule  1 5  -  Rules  Related  to  the 

Employment  of  Persons 
With  Disabilities 

Article  I:  Exempt  Employment  of 
Individuals  who  are 
severely  Disabled 

Article  II:  Rules  Related  to  the 
Americans  With 
Disabilities  Act 

Article  III:  Resolution  of  Disputes 

Employment  of  individuals  who  are  severely  disabled. 

Program  is  covered  under  Charter  Section  10.104  for  the 
employment  of  Individuals  who  are  severely  disabled 
includes  the  following  features: 

•  Exempt  appointment 

•  Entry  level  position 

•  One  period  year  evaluation 

•  Advancement  permanent  civil  service  appointment 

•  Satisfactory  completion  of  evaluation  period 
Rules  related  to  the  Americans  with  Disabilities  Act 
(ADA). 

•  Provides  a  mechanism  for  transfer  to  another 
department  under  ADA  -  reasonable  accommodation 
request 

•  Department  of  Human  Resources  will  search  for  vacant 
position  for  which  the  employee  qualifies  and  can 
perform  the  essential  functions  for  no  more  than  30 
days. 

•  Placement  may  only  be  to  a  position  in  a  class  for 
which  the  salary  step  does  not  exceed  5%  in  excess  of 
the  employee  or  current  actual  salary. 

•  Seniority  does  not  carry  forward 

•  Permanent  employees  may  transfer  status 

•  A  new  probationary  period  is  required 

•  Temporary  or  provisional  employees  do  not  acquire 
right  to  permanent  civil  services  status  through  this 
Rule. 

Rule  16  -  Medical  Examinations 

•  Enables  the  Human  Resources  Director  to  determine 
which  positions  require  a  medical  examination; 

•  Provides  for  an  appeal  procedure  (TMOT  to  the  Civil 
Service  Commission)  when  medically  rejected; 

•  Authorizes  medical  exam  when  the  department  head 
has  reason  to  believe  that  an  employee  is  not  medically 
or  physically  competent  to  perform  assigned  duties  and 
if  allowed  to  continue  in  employment  or  to  return  from 
leave  may  require  the  employee  to  present  a  medical 
report  from  an  Department  of  Human  Resources 
designated  physician  certifying  that  the  employee  is 
medically  or  physically  competent  to  perform  the 
required  duties. 

•  May  have  special  condition  addressed  in  the  collective 
bargaining  agreement. 

Rule  1 7  -  Probationary  Period 

Civil  Service  Commission  jurisdiction: 
Administration  and  definition  - 
•     Determines  when  a  probationary  period 
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cont'd. 


by  Collective  Bargaining  Agreement,  or  occupation-for 
example,  Uniformed  Ranks  of  Police  and  Fire,  and 
SEIU. 


Rule  19  -  Resignation 


Resignation  is  final  on  the  effective  date  entered  on  the 
resignation  form  and  shall  not  be  rescinded. 
Resignation  -  Services  deemed  satisfactory  or 
unsatisfactory:  an  unsatisfactory  rating  may  be  grieved 
in  some  Collective  Bargaining  Agreements. 
Restrictions  on  future  employment  are  covered 
in  Rule  22. 

Employees  who  resign  services  satisfactory  while 
serving  a  probationary  or  temporary  appointment  may 
be  returned  to  the  eligible  list  with  the  recommendation 
of  the  appointing  officer  and  approval  of  the  Human 
Resources  Director. 


Rule  20  -  Leaves  of  Absence 


Definitions  established  by  the  Civil  Service 
Commission. 

Rule  may  be  contained  within  Collective  Bargaining 
Agreement. 

Provides  for  Sick  Leave  verification 
Types  of  Leave 
Sick  Leave 
Medical 
Quarantine 
Bereavement 
Maternity 

Illness  or  Medical  appointment  of  Child 
Compensatory 
Battery 

Military  Leave 

Accept  other  City  and  County  position 
Educational  Leave 

Civilian  Service  in  the  National  Interest 
For  employment  as  an  Employee  Organization 
Officer  or  Representative 
Family  Care 
Witness  or  Jury  Duty 
Involuntary 
Religious 
Personal 
Sick  Leave  Pay  credits  1)  generally,  earned  at  the 
rate  of  .05  hours  of  paid  service  excluding 
overtime;  2)  reinstated  if  reappointed  within  6 
months. 

Employment  prohibited  while  on  Sick  Leave  or 
educational  leave  unless  expressly  approved  by 
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Rule  X9D  -  Promotional 

•     Posted  for  deletion 

Examinations  for 

Employees  on 

Military  Leave 

Rule  X24  -  Apprenticeship 

•     Contained  in  most  Collective  Bargaining  Agreements- 

Program 

Posted  for  deletion  -  under  review 

Rule  X27  -  Temporary  Exchanges 

for  Training  Purposes 

Contained  in  most  Collective  Bargaining  Agreements  - 

Posted  for  deletion  -  under  review 

Rule  X28  -  Employee  Training 

Reimbursement 

Contained  in  most  Collective  Bargaining  Agreements  - 

Program 

Posted  for  deletion  -  under  review 

Rule  X30  -  Personnel  Service 

Records 

Posted  for  deletion  -  under  review 

June,  2000 
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